Bids - Opening &
Award/Creating a PO

BuyMichigan:

Quick Reference Guide

Introduction

The “Bid Opening & Award & Purchase Order (PO) Creation ” Quick Reference Guide is designed to provide
the minimum steps necessary in comparing quotes to submit a reward recommendation for approval and
understanding how to properly create a Purchase Order.

Upon opening a bid from the Bid Tabulation, it is recommended that the Buyer review the Vendors Quote
Attachments and their response to the Terms and Conditions. Once you verify the quotes have been received
and are complete, proceed to begin comparing the Quotes to make an award recommendation.

Pre-requisites

You must have the Basic Purchasing Role.

Steps

Step 1:

Home - Welcome Back Isidra Chavez

Once you click the Bids Tab, several
sub-tabs will appear below.

a.) Click the ready to open sub-

News(t) Dastioard Reqs(0) [EXE] Pot) Aproval) )

InProgress(2) Ready for Approvali0) Readyto Send(§) RiGLAGLGEIKE)

a.) From the Home Screen once | (M) Dashboard Reqs(d) (Bids(199) )POW) Approval(d) My Reminders(0) Events(0)
logged in, select the Bids
Tab. i
News ID Effective Date Category
3 04/15/2014 Motices Please Avoid
Step 2:
Home - Welcome Back Isidra Chavez

gened(d)  Approved()

received, an “open bid” link
appears AND if no responses have
been made you will see a “create a
quote” link, which allows the buyer
to enter a quote manually from a bid
received offline.

tab.
Step 3:
AGENCY14B001885 | Administalor System | Kathy's Kayak QB2 0BG 00 AN | Create new quote
A list of Bids will display.
) ) ) AGENCY14B0004308 | Linda Aoss Fum & Games (9152014 105800 AH | Crete new quote
a.) Find your bid from the list ﬁ_
and click the open bid link- | | yerevimmt |igntier | e e sn ( entid )
Note: If responses have been . ﬁ’
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Step 4:

Upon clicking the Open Bid link, the
Summary Tab displays.

a.) Scroll down to the bottom of
the page & click the Bid Tab.

Note: You have the option to view
the quote history button, which
displays a complete list of all
submitted Quotes.

Open Market Bid AGENCY14B0001891

General tems Address Accounting Routing Attachments(3) Notes Bidders CQuestions Amendments O&A Remi 1.-: Summar'j
“

Approval Level Approver Date Date Approved/Disapp
Path Type Requested Approved/Disapproved/Canceled by
D
There are no pre-bid approval paths found for this bid.
———
Bid Tab '} Cancel Bid Clone Bid I View Quote History I Print
T E— - .

Step 5:

You will be directed to the Bid
Tabulation page.

a.) Click the Quote # link and
review the Vendors
information, including
Attachments and their
response to the Terms &
Conditions..

b.) Close the Quote window
once complete.

Bid Tabulation for Bid #AGENCY14B0001891

W

[0 Revisions Items Header Questions Subcontractors Routing Attachments Score Summary  Back fo 8id

Total Number of Submitted Quotes: 1

Quote # Description Vendor ID Vendor Hame Submit Date View Guote
(0004850 coffes (00049884 ICLLC D9/05/2014 12:01:35 PH View Quote
Create New Quote
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Step 6:

a.) Click on the Items Tab.
You are now able to view
and compare quotes to make
your Award
Recommendation.

b.) Select your Vendor(s) by
marking the check box OR
you can also select the
Award All button.

Note: The award can be to one
Vendor or split between multiple
Vendors.

Bid Tabulation for Bid #AGENCY14B0001891

Quotes Revision Items der Questions Subcontractors
Cancel ltem info/Quote info 100048884)IC LLC

<Quote: 00001850=

Coffee - whole bean
D ltem#41 Print Sequence:1.0 Status:2BO - Opened

50,000.00
o

Quantity:100.0 Uom:LB Discount: 0%
Coffee - ground D £20,000.00
= tem#2 Print Sequence:2.0 Status:2B0 - Opened T
Quantity:50.0 Uom:LB Discount. 0%
Will be buying coffee in 10lbs increments packaged in
D 1lb packages.
ltem#3 Print Sequence:3.0 Status:2B0 - Opened
(Narrative ltem)
Totals: $Vendor Gross Total $5,000,000.00
§ Vendor Discount 50.00
§ Vendor Net Total $6,000,000.00
§ Preference Discount S0.00
3 Evaluation Total * 36,000,000.00
§ Vendor Freight: £0.00
§ Awarded. S0.00
Eval Codes:
Pref Codes:
Award All
AwardUnaward Al
Unaward All

n Code Descriptions:
west tem Price or Low est Evaluation Quote Total

Cancel kems.

Save & Continue

Step 7:

a.) Confirm your selection by
clicking the OK message.

-
— Message from webpage

=3 @ % This action will award all the items to quote 00001792 and save the
W' changes on other quotes, Are you sure you want to proceed?

Step 8:

a.) Select the Header
Questions tab to review
responses from Vendors that
you may have.

Bid Tabulation for Bid #AGENCY14B0001891

Revisions  Itel

Quotes Routing Attachments

A Header Questions Jbcontractors

Ascending -

Sort by; Quote Total -

# of Quotes per page: 5 h

Score

. 00001850
Question/Anzswer ICLLC
#1: testing today? es
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Step 9:

a.) Go tothe Attachments Tab.
Attach the Agency Award
Recommendation Letter with
Protest Instructions &
Evaluation.

b.) Click the Add Attachment
button.

Note: This is a REQUIRED step for
the SOM.

Bid Tabulation for Bid #AGENCY14B0001891

Quotes Revisions Iltems H

o Marking an tem “Confidential” will ensure the document iz only seen by relevant personnela d will not be displayed publicly.

o Click Add Attachment to add attachments.

No Attachments

T

Add Attachment

Step 10:

a.) Click the Summary Tab.

b.) Click the Submit for
Approval button.

c.) Click the OK confirmation
pop-up message.

Bid Tabulation for Bid #AGENCY14B0001891

{immn )

(uotes Revisions ltems Header Questions Subcontractors Routing Aftachments{1} Sco

Step 11:

The Approval Path page displays.

a.) Click the Automatic
Approval radio button.

Open Market Bid AGENCY14B0001891

Mo approval path meets the document criteria. Do you want to manually add approvers or mark the document as approved?

() Manually add approvers

Please zelect an approver if you want to manually add approvers.

- Add Approver

Approver

| save&Contiue ||, Cancel & Exi
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Step 12:

The Summary Tab displays, with a
Create PO button at the bottom of
the page.

a.) Click the Create PO button
at the bottom of the screen.

Bid Tabulation for Bid #AGENCY14B0001840

Quotes Revisions ltems i Routing corg R ack to Bid
rd
Bid Tabulafion Informafion

Attachments: Award Recommendation Protest Lefier

Total ltem Count: 2 Total Awarded Quote Count: 1 Bid Status: 254 - Bid Approved (Ready for Vendor Avarting]

_ - (44543 [Halloway Engineering
Canceled Heminfoleote nfo T BT
Abrzsie equipment 7 s2.00000
ftem &1 Print Sequence:1.0  Status:2BA - Approved -
Quantity:10 UsmEA Discount 0%
item fortest
lem#2 Print Sequence:20  Status:IBA - Approved - E‘ME
Quartty20 UomEA Discount: 0%
Talds: SVendor Gross Total: S102,00000
§ Vendr Discount: S0
§ Vendor et Totat: S102,00000
§ Preference Discourt: S0
§ Evaluaion Total: 5120000
§ VendorFreight: EL
§ Awarted: 10200000
Bl Cofes:
Pref Codes:

Evaluaion Code Descigtions
= Low bem Price

Step 13:

The PO Creation Preview page
displays.

a.) Click the Continue button.
Note: The PO creation options are

defaulted with check boxes marked,
leave as is.

Bid AGENCY14B0001891 - Purchase Order Creation Preview

1 purchase order will be created for the following quote:

Quote # Vendor ID Vendor Hame Total Awarded

00001850 00049884 cLc 86,000,000 00

Purchase order creation options:
Include Narrative fems
Include Bid Attachments
Iclude Bid Tab Attachments
nclude Bid Notes
Include Quote Subcontractors

Include Vendor Quote Attachments.

o Click ‘Continue’ button to create PO or click ‘Cancel & Exit' button to cancel the PO creation and return to the bid tabulation summary page.

) NI

Step 14:

The PO has now been created
b.) Click the OK button.

Note: Your PO should now be “In
Progress” status.

Status:28%0-Bid 0?0

Open Market Bid AGENCY14B0001891 - Purchase Order(s) Created

The following Purchase Order(s) were created:

PO# Vendor ID Vendor Name Total Date Created Status

AGENCY14P000007S4 00049834 CLLC

$5.000,00000

31- In Progress
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The page refreshes back to the
Home Page screen.

B“ﬂ\lllchlgam

HlGPCcllelllwse|Hflmn-t|(hsbunBSum|

Home | Items v | Documents v | Vendors v |

| Home - Welcome Back Isidra Chavez

Dashboard Reqs(l) Bids(221) PO(2) Appraval(D)

Basic Purc hasm; Inquiry  Internal Admini: o Organization Admini:
izati of Technology and October 9, 2014 10:56:53 AM E
Budget ]

Quick Buy

m

My Reminders(1) Events(0)

Hews 1D Effective Date

Category

Title

3 04n32n4 Notices

Please Avoid Using Department of Training (0123) for any purpose.

Step 15:

Follow the steps below if you will be
submitting your PO for approval:

a.) Select the PO tab.

PO defaults to the In Progress Sub-
tab.

b.) Click the PO link.

Note: It is recommended to not
approve your PO until you have
issued the PO in ADPICS to the
Vendor and your protest period is
over.

pproval{l) My Reminders(1) Events(2)
¥ Read to Send(4) Returned(0) Change Order(0)

Organization | Purchase Order Dafe Description Oepbloc | Purchaser | Vendorllame | Tolal
Okparmentof Tecmabgy | 028204 | Teslig 1028 B2000EZE00  kidra | ICLLC (1000000
gnagement and Budget Chavez

Step 16:

The page defaults to the Summary
Tab.

a.) Click the General Tab.

b.) Cut/paste the ITRAC# from
the Alternate ID field to the
ITRACH# field. Enter your PO,
DPO, or BPO # from
ADPICS into the Alternate ID
field.

This allows you to search for
this document in Buy4Ml
using that # if needed for
cross-referencing.

ECEN Itens  Vendor Address  Accounting Routing Aftachments(3) Notes Change Orders Reminders Summary

Print Dest Detail: If Different Alternate ID:

Control Code: Days ARO: 0

Retainage %: 00 Discount %: 0o

Contact Instructions:

Tax Rate: - Actual Cost: 511,000.00

MRAC#:

ADPICS CE5-138 %

ADPICS Reguisition

#

Date Last Updated:  11/05/2014 01:42:42 P H;:;t'zt isidra Chavez
—————
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Step 17::

Your PO status is still “In
Progress”.

a.) Select the Summary Tab.

b.) Scroll down to the bottom of
the page and click the

Submit for Approval button.

c.) Click the OK pop-up
message confirming your
submission.

Status: 3PI-In Progress

fi Summary ’

Print Seque"ce #2.0, ltem # 1:  Please let me know the the number of units (quantity) you wil be providing by adding &n atachment on the attach
tab OR under the fem Tab - Notes Sub-tab area.

Open Market Purchase Order AGENCY15P00000769

General tems Vendor Address Accounting Routing Aftachments(4) MNotes(1) Change Orders Reminder:

Bid #/ Bid kem # AGENCY15B0001966/2

Receipt Method ‘Qty‘ Unit Cost ‘ UON ‘ Discount % ‘ Total Discount Amt. ‘ Tax Rate ‘ Tax Amount ‘ Frei

This item is narrative

Comerinht i@ 3044 Doriornng Holdinne Ine Al Dinhte Docanrad

Step 18:
The Approval Path displays again.

a.) Click the Automatic
Approval radio button.

Open Market Purchase Order AGENCY15P00000769

No approval path meets the document criteria. Do you want to manually add approvers or mark the document as approved?

() Manually add approvers

"~ Automatic apprmr-al

Please .';E-:Ieﬂ an apprm.re-r_ if you want to manually add approvers.

Approver

- Add Approver
| Save & Continue || Y, Cancel & Exit
. - o - "

Step 19:

Your status should now be “In ready
to Send”.

a.) Scroll down to the bottom of
the page and click the Save
& Continue Button.

Note: The Vendor Notification Action
section radio button is defaulted to
Send Email & Notify Vendor. Leave
as is.

Status: 3PRS - Ready to Send

Open Market Purchase Order AGENCY15P00000769

General Items Vendor Address Accounting Routing Aftachments(4) MNotes(1) Change Orders Reminder: Fi Summary

Vendor Notification Actions

Option(s)

@ Send Email and Motify Vendor ) Setto Printed Status

.
Corescone D)

Cancel PO Clone PO Print Print Vender Copy

Mamerinht @ 4 4 Doriornna Haldinae Ine Al Dinhte Dacariad
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Step 20:

The Vendor Notification Result page
displays.

a.) Click the OK button.

Vendor Nofification Result

Subject: Purchase Order Netification - Testing 10/29

Email Recipients

Delivery Date: 10/2%2014 01:45:30 PM

Vendor 1D Vendor Hame

00045554 ICLLC

Izidra Chavez (ichavez@donotreply.com)

The page refreshes back to the
Summary Tab.

Your PO status should now be in
“Sent” status.

The following highlighted buttons at
the bottom of the screen should
appear.

Open Market Purchase Order AGENCY15P00000769

Approval Path:

Delete | Approver Order

Approved/Disap
Sequence Path Type App d/Di: d 1

There are no approval pathe found for this Purchase Order.

I Print I Print Wendor Copy .

Ine~ . All Dinhts Degerved

I Clone PO

Copricht @ 2014 Derigenne Holdi
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